COMMUN ICATTOMS

Use this subject for correspondence and related papers pertainisg to commmication functions.

HOTE: See also AUTOMATED DATA PROCESSING. DMeposal Authority:
Job No. NCl-310-80-2
RETENTION

MM COMMUNICATIORS Use for policize end procedures (Item 24a) (Itesm 24b)
covering all ftems lacluded under Deatroy when & yesrs old or wvhem Dentroy when 3 years old or when
this primary =ubject. superaeded or obsolete, vhichever oopersedsd or obaolete, whichever

ia later. ia scomar.

1 Addresses

z Congreassionsl Calle

3 Communication Systenn

31 Electronic Mall

32 Volce Mail

& Controlled Correspondence

4= Congresslonal Correspondence

4=2 Secretarial Correspondence

5 Radio Frequency Correapondence, authorizations, Radio (Item 124a) (Item 124a)

Frequency Action Requests (ARS-370), Deatroy 1 yeer after disposal of Destroy 1 year after diaposal of
{Cape file 1f volume warrants) and supporting papers. material. material.

5-1 Equipment Inapection Records (Item 124h) (Item 124b)

Deptroy when 3 years old. Deatray when 3 years old.

6 Reporta-Statistlcs Une for reports, studles, surveys, Retention periods vary according Retention perlods vary according
progress reports, and significant to type of report. See Records to type of report. See Records
accomplishment reports. Control Schedule or contact RMO Control Schedule or contact RMOD

for specific disposal ilnformation. for specific dimposal information.

7 Telecommunicationa

=1 Telegraph, Teletype, Faceimile Use for general correspondence. (Item 29a(1)) (Item 29a(2})

Deatroy when 3 years old.

Destroy when 1| year old.
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COMMUNTCATIONS

CODE IITLE DESCRIFTION OFFICE OF PRIMARY RESPOMSIBILITY ALL OTHER OFFICES
T=1-1 Agreements (Item 29%d) (Ttem 29d)
Deatroy 2 years after explratiom Destroy 2 years after explration
or cancellation of agreement. or cancellation of agreement.
7=1-2 Equipsent Requests (Item 2%a{1}) (Item 29a(2))
Destroy when 3 years old. Destroy when 1 year old.
7=1-3 Service Records relating to installatiom, (Item 29b(1)) (Item 29b(2))
change, removal, and servicing of Deatroy 1 year after audit or when Destroy when 1 year old.
equipment., 3 yeara old, whichever ia sooner.
7-1-4 Statesenta (does not loclude (Item 29(1)) (Irem 29c(2))
fiscal coples) ﬂmm Deatroy 3 years after period Deatroy when 1 year old.
Papers covered by account.
7-2 Tels 8 Use for general correspondence. (Item 2%a{l}) (Item 29a(2))}
Destroy when I years old. Destroy when 1 year old.
T=21=1 DMrectories Correspondence and lorms used to Directories: Destroy when Mrectories: Destroy when
gpdate telephone directories and superaeded or obsolete. superseded or obsclete,
organizational listings. (Item 30) (Item 30)
Update informatiom: Destroy Update imformation: Destroy
I months after listing appears 2 monthse after listing appears
in directory. in directory.
7-2-2 Equipment Hequests (Item 29a(1)) (Ttem 29a(2))
Destroy when 3 years old. Destroy when 1 year old.
7-2-3  Service (Item 29a(1)) (ltem 29a(2})
Deatroy when 3 years old. Destroy when 1 year old.
7-21-4  Statements (doea pot Include (Ltem 29c(1)} (Item 29c(2))
flecal coples) Destroy 3 years after period Deatroy when 1 year old.
covered by accoumt.
7=2=5 Teleconferencing System
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